
Chronological: highlights your qualifications by time 

period. Works well for new graduates and those with a 

stable work history. Begins with most recent 

experiences. Most preferred by employers/recruiters. 

 

Functional: highlights your qualifications by skill areas. 

Works well for those with gaps in their work history or 

concerned about their age/changing careers

STYLE

BULLET POINTS
Action Word (correct tense) + Numeric Value (if possible) + Brief Description (what, why, how, results, value) 
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ight key words in job description that 

em
phasize your skills and experiences that align 

with the position 

TAILOR YOUR RESUME
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Joe A. Doe 
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